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Applying for a License 

 

Log into your Accela account: 

https://aca-prod.accela.com/maplewood 

 

 

 

 

 

 

 

 

https://aca-prod.accela.com/maplewood
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Once logged in, click “Licenses” up top 
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Click on Apply for a License 

Read the terms and conditions, check the box and then click Continue Application 
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Click the arrow next to the license type you are applying for to show the drop 

down. Select the bubble next to the specific license type and then click Continue 

Application at the bottom.  
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Complete the application by providing the information requested. At any time 

you can select “Save and resume later” at the bottom left of your screen.  

 

Enter the Doing Business As (DBA) Name – this should be the DBA name of the business 

in Maplewood that the license is being applied for.  

 

 

Enter the Maplewood Property Address – this will be the address of the business to be 

licensed in Maplewood. If applying for Mobile Food Unit, Courtesy Bench ore Solid Waste 

Collection licenses, please list the registered address of the business applying for the license.  

 

If it’s a Maplewood address, ONLY enter the street number and select “Search.”  
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A pop-up will show with options to select the correct address from. Select the bubble for the 

correct address.  
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The Parcel number and Associated Owner will automatically populate. Scroll to the bottom of 

the pop-up and click “Select.” The street name, city, etc. will auto-fill. 

 

When finished, click “Continue Application in the lower right of your screen.  

 



City of Maplewood – Applying for a License Page 8 of 14 
 

Enter Contact Information – Use the “Select from Account” button to autofill information 

from the account.  
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Enter Business Owner Information - Please provide contact information for each 

individual having ownership in this business. If no individual owner, you can leave this section 

blank and continue to the next page. 

Enter the Business Information - The questions in the screen-shot below depict basic 

information requested on all applications. Depending on the license type, there may be 

additional questions to be completed in this step. 

 

Click “Continue Application” in the lower right of the screen.  
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Tax Identification Numbers - If the license is for a business, these numbers should be the 

Federal and State Tax ID numbers for the business. If the license is for an individual, or you are 

a sole proprietor and do not have business Tax ID numbers, you can provide your Social Security 

Number as your Tax ID number.  

 

Workers’ Compensation – Provide information about any workers’ compensation 

insurance. If you are Self-Insured you must upload a copy of your permit to self-insure in the 

next step (Attachments). 
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Upload Document Attachments (if applicable) – Each license type has a different set of 

documents that may be required to be submitted with the application. Please review the 

requirements for your license type in advance to ensure you know what is needed, as required 

documents must be uploaded before you can submit your application.  If necessary, you can 

save your application and return to it to add additional information or documents at a later 

time. 

 

To upload documents, select Add. A box will pop up for you to select your file. 

Select Add again and you can search for your document.  
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Once you have selected the correct file to upload, add a “description”, select Save 

and Continue Application 
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Review – Scroll through to the bottom to verify all information provided on the 

application and complete and correct.  

 

 

Once you have read the certification at the bottom of the page, check the box and 

select Continue Application. This will submit the application and a confirmation 

notification will appear.  
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Once you have submitted your application, please monitor the email you 

provided as this is how you will be notified when the license fee is ready to be 

paid, or if additional information is needed to process the application. 

 

You may visit https://aca-prod.accela.com/maplewood to check the status of your 

application at any time.  

 

https://aca-prod.accela.com/MAPLEWOOD

